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Gallup Police Department
* Rules and Procedures *

Effective Date: September 15, 2004
100.00
CHAIN OF COMMAND

All official communications, whether moving downward or upward, shall
be confined to official channels. Each link in the chain of command
shall be respected. It is the responsibility of each echelon to
forward communications to the next higher echelon with his approval,
disapproval, or recommendation.

RULES AND PROCEDURES:

100.01 ORDER OF RANK - CHAIN OF COMMAND

A. Chief of Police: is hired by and reports to the City Manager. The
Chief of Police, under the guidelines of the State Constitution,
statutes, and City ordinances will provide leadership, deploy
manpowexr, and provide direction for the efficient operation of the
Department.

The Chief is given the authority to create, implement, and
administer Department policies, procedures, rules, and regulations
to govern the conduct and activities of all department personnel.
The Chief may assign or transfer any member of the Department when
such action is deemed to be in the best interest of the Department.
The Chief may, in accordance with City procedures, reprimand,
suspend, demote, or dismiss any member for violating any provisions
of the Standard Operating Procedure manuals, and State, Federal, or
local laws and ordinances.

B. The Deputy Chief of Police is appointed by the Chief of Police. He
is second in command of the Department and is responsible for the
supervision, planning, controlling, and coordination of the
operational responsibilities of the Department. He shall assume the.
duties of the Chief of Police, when required.

C. Captain: 1is assigned or appointed to this rank by the Chief of
Police. He reports to the Deputy Chief and is responsible for a
Bureau within the Department.

Captains shall continuously monitor the budget that funds their
Bureau. The Captains shall ensure that spending is maintained
within the restraints of the budgets funding. When a line item
within the budget appears to be in excess, a review shall conducted
by the Captain to determine the cause of the excess and
recommendations for bringing the spending within budget shall be
forwarded in writing to the Deputy Chief of Police.

Captains will at the direction of the Deputy Chief prepare a
preliminary budget for their Bureau. This preliminary budget will
project expenditures for the Bureau for the upcoming budget cycle.
These recommendations will be forwarded to the Chief of Police for
review and possible inclusion in the Departments overall budget
requests.

100.00
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D.

Lieutenant: is promoted by the Chief of Police to this rank from a
valid promotion list of Officers holding the rank of Sergeant. Upon
satisfactory completion of a one year probationary period the rank
shall be considered permanent. He may supervise a Division/Area,
Section, or Watch.

Sergeant: is promoted by the Chief of Police to this rank from a
list of officers holding the rank of Patrolman First Class for a
minimum of two years. Upon satisfactory completion of a one year
probationary period the rank shall be considered permanent. He is a
superior officer who may supervise subordinate sworn and non-sworn
personnel.

Police Officer:

Patrolman First Class is promoted by the Chief of Police to this
rank after completing five years as a non-probationary officer.

Patrolman Second Class is an Officer who has successfully completed
their Cadet probation but has under five years of experience.

Cadet is a probationary member who is assigned to the law
enforcement/training academy or to field duty prior to appointment
to Patrolman Second Class.

Employees are all other personnel working in a non-sworn capacity.
Should the Chief of Police become incapacitated through illness,
injury, death, or should be absent from City of Gallup, without
having designated a representative to command the Department, the
following order of succession shall be maintained:

1. Deputy Chief of Police

2. Commander - Field Services Bureau

3. Commander - Support Services Bureau

Unless otherwise directed the Departments chain of command will be
as follows:

1. Chief of Police

2. Deputy Chief of Police

3. Bureau Commanders

4, Lieutenants

5. Sergeants

Unless otherwise directed the above chain of command shall be
followed at all times. Failure to do so will be considered a
violation of Department policy and members or employees not

following the chain of command will be subject to disciplinary
action.

100.00
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221.00

PROMOTIONS

This Department shall provide a career development path for all personnel, in
order to promote, develop, and improve knowledge, skills, and abilities so

that personnel are more qualified for specialized positions and promotions.

The Administration is committed to ensuring that Departmental personnel have
equal access to training and development opportunities.

RULES AND PROCEDURES :

221.01 PERMANENT POSITIONS
A. The Chief of Police shall promote or select Department personnel

according to the provisions and guidelines of applicable City ordinances
and collective bargaining agreements.

B. Upon promotion to any supervisory pesition, personnel being promoted will
receive training as required so as to perform the necessary supervisory,
managerial and administrative duties as assigned. Such training will
commence within ninety days of promotion.

1. Training will be directly related to level of responsibility and
assignment. Training will be provided when possible prior to assuming
new duties. When training prior tc assignment is not possible
efforts to provide In-Service training will be made to ensure
that the promoted employee will have sufficient knowledge to assume
their new duties. Formal training will be initiated at the first
available time period.

221.02 TEMPORARY PROMOTION
A. The Chief of Police shall promote sworn personnel holding the permanent

ranks of Officer First Class, Sergeant, and Lieutenant to the next higher
rank on a temporary basis as follows:

1. The temporary promotion is made only to £ill the vacancy of a person
holding a permanent rank.

2. Selection of the personnel will be accomplished by the Chief of
Police, or his designee.

3. The temporary promotion will not exceed six (6) months in duration.

4. No temporary promotion will be made to fill a vacancy of five (5)
working days, or less.

5. The effective date of the promotion shall be the date on which the
duties were assigned.

6. All applicable City forms will be completed and approved.

221.00
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K. Personnel will practice “Unity of Command,” whenever possible, in all
organizational components cf the department. The concept of unity of
command states:
1. Every emplcyee should be accountable to only one supervisor.

2. Only one person should be in command of any operation c¢r incident.

3. Each organizational component is under the direct command of only one
supervisor.

4. In cases of emergency, a supervisor is not relieved of the
responsibility to act, even though a subordinate or incident is not
under the supervisor’s direct command.

L. Members or employees may report incidents of grave misconduct, criminal

activity, or discriminatory or harassing workplace behavior directly to
the Chief of Police without fear of disciplinary action.

100.00
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100.02

A.

FIELD SERVICES BUREAU

The Field Services Bureau is comprised of Administrative Staff; four
patrol shifts and specialized sections.

1.

Administrative staff: Is responsible for the record keeping functions
of the Division to include: daily assignment logs; monthly activity
reports; message processing; and additional duties as assigned.

Shift-I: General hours of operation are from 0800 hours to 2000 hours
and is commonly referred to as Day shift. Law enforcement services are
provided during this time in all three area commands.

Shift~-II: General hours of operation are from 2000 hours to 0800 hours
and are commonly referred to as Night shift. Law enforcement services
are provided during this time in all three area commands.

Shift-III: General hours of operation are from 0800 hours to 2000
hours and are commonly referred to as Day shift. Law enforcement
services are provided during this time in all three area commands.

Shift-IV: General hours of operation are from 2000 hours to 0800 hours
and are commonly referred to as Night shift. Law enforcement services
are provided during this time in all three area commands.

The following specialized sections are responsible to Field Services
Bureau Commander:

DWI Unit: Shall be responsible to enforce traffic laws, detect and
apprehend intoxicated or impaired drivers. The Bureau Commander will
determine manning and duty hours for this unit.

Protective Custody Unit: Shall be responsible for locating citizens in
need of protective custody and transporting these citizens to the
detention center, medical facilities, or other locations designated as
safe haven for those who cannot care for themselves. The Bureau
Commander will determine manning and duty hours for the unit.

Crossing Guards: Shall be responsible for the safety of school
children and other persons in school zones during periods of

operation, and other duties as assigned.

D.A.R.E. /G.R.E.A.T.: Shall be responsible for instructing the
programs to youths of the community.

School Resource Unit: Shall be responsible for school related duties
and activities.

100.00
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9. Purchasing: Make purchases of supplies and .equipment needed for the
operation of the Department.

10. Payroll: Complete all accounting functions for the processing of all
payroll records.

11. Personnel: Process and maintain all personnel records of Department
employees.

12. Fleet Maintenance: Is responsible for the fleet and communications

maintenance functions, and other duties as assigned by the Division
Commander.

100.00
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103.00

COMMANDING OFFICERS DUTIES AND RESPONSIBILITIES

The Department shall delegate authority and responsibility to a
Commanding Officer for the efficient and effective operation of a
Section, Division or Bureau.

DEFINITIONS:

COMMANDING OFFICER

A commanding officer is a sworn officer, usually of the rank of
Lieutenant or above, who has been delegated the authority and
responsibility by the Chief of Police to direct the personnel of a

particular Bureau, Division, Area, Section or Watch.

RULES AND PROCEDURES:

103.01 COMMANDING OFFICER'S RESPONSIBILITIES

A. Commanding officers shall be in command of the Department. They
shall be responsible for the efficient operations of the functions
of the Department, including the personnel of Bureaus, Divisions and
activities within the Divisions. They will assume the duties of the
Chief of Police when required.

B. The prompt service of all official notices, summonses, or subpoenas
which may be sent to him by proper authority.

C. Punctual attendance in court and for the proper preparation of and
presentation of cases in court by personnel under his command.
Shall assist subordinates in the preparation of their cases.

D. Properly preparing, transmitting, and preserving all official
records, reports, forms, and correspondence originating within or
forwarded to his command, and ensuring that subordinates understand
and comply with applicable directives.

E. Assigning particular duties to persons within his command.
Prescribing standard operating procedures for his command with
approval of the Chief of Police. Keeping his superior informed of
all pertinent information.

103.02 COMMANDING OFFICER'S DUTIES -

A. Establish the required details and assignments necessary to carry
out the functions of the Department and of his command.

B. Inspect or cause to be inspected all persons under his command at
announced or unannounced times.

C. Prepare or cause to be prepared ratings evaluations on the personnel

under his command at such intervals as deemed necessary by the Chief
of Police, Deputy Chief of Police, or Bureau Commander.

103.00
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D. Identify training needs and coordinate the implementation of such
training. Improve working conditions and morale.

E. Recognize outstanding personnel performance and advance public
relations programs.

F. Ensure proper and economical use of Departmental and City property
and equipment.

G. Promote personal and fleet safety.

H. A commanding officer will perform all other duties as assigned.

103.03 VIOLATIONS OF DEPARTMENT POLICY

A. A commanding officer may relieve from duty, pending formal charges,

any subordinate personnel, pursuant to the procedures described in
this manual. He shall investigate or cause to be investigated all
complaints and reports of any misconduct, incompetence, neglect of
duty or any violation of Departmental policy on the part of anyone
under his command.

103.00_ . __
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4. Various handout materials for property inventory and marking property
for identification.

The officer will attend and conduct the Neighborhood Watch meeting, using
the current lesson guide that will cover information detailed in printed
material.

1. If comments/concerns/complaints are addressed at the meeting, the
following working day, the Crime Prevention Officer will make those
concerns/complaints known to the appropriate Police Department Unit
and/or other city division, requiring follow-up by that unit/division.
A disposition is required from that unit/division within one (1) week
of receipt.

2. The Crime Prevention Officer will then make contact with the
Neighborhood Watch member(s) informing them of the action taken and the
outcome.

Upon completion of the Neighborhood Watch Meeting, the officer will obtain
a list from the meeting host. The citizen will be given an additional
seven (7) days to obtain a complete list of names and addresses of
residents who are interested in participating in the program.

At no time will the information received by any assigned officer be
released to anyone who 1s not a participant in this Neighborhood Watch
Program.

Upon the officer receiving a full and current list of the participants in
the program area, the Crime Prevention Officer will maintain this
information.

The officer will encourage the Neighborhood Watch area participants to
hold a meeting approximately every six- (6) months to sign in new
residents and exchange information.

For the first month following the organization or re-organization of each
Neighborhood Watch Program, the Crime Prevention Officer will make contact
with the Chairperson/Block Captain, monthly to follow-up on
concerns/complaints/additional information as requested by Neighborhood
Watch members.

The program will be evaluated annually by the Crime Prevention Unit.

03 COMMUNITY RELATIONS

107.

The Gallup Police Department has established the Community Relations
Function, as a part of the Crime Prevention Unit to develop, implement and
administer structured community oriented programs, such as:

1. Special Olympics Law Enforcement Torch Run
2. Programs requested by the Community

3. Toys for Tots

4. Station Tours

5. Liaison with various Groups and Organizations

107.00
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Effective date: September 15, 2004

D. Personnel shall notify their supervisor, if possible, or someone
else in authority, before leaving their duty station or post for any
reason.

E. Personnel shall be permitted to suspend their assigned duties,
subject to immediate call, for the purpose of having meals during
their tour of duty, but only for such period of time and at such
time and place as directed by their Supervisor.

F. Personnel may use tobacco as long as they:
1. Are not in a formation; or

2. Do not have to leave their assignment or post for the sole
purpose of doing so; or

3. Are not engaged in traffic direction and control; or
4. Are not in a designated hon—smoking area.

G. When personnel are in direct contact with the public, they shall
refrain from using tobacco, or will obtain permission prior to doing
so from the individual with whom they are in direct contact with.

H. Personnel shall promptly obey all lawful orders of a supervisor or
orders given via radio.

This will include orders relayed from a supervisor by personnel of
the same or higher rank.

I. Insubordination consists of, but is not limited to, any employee
who:

1. Neglects or refuses any lawful order given by a superior
officer, or

2. Treats with contempt or is disrespectful in language or conduct
towards a superior.

J. Personnel who are given an otherwise proper order, which is in
conflict with a previous order, rule, regulation, or directive,
shall respectfully inform the supervisor of the previous conflicting
order. If the supervisor issuing the order does not retract the
conflicting order, the order shall stand.

K. Personnel shall not recommend or suggest in any manner, except in
the transaction of personal business, the employment or procurement
of a particular product or professional service {(such as an
attorney, ambulance service, towing service, bondsman, mortician,
etc.).

L. Personnel shall not, while on-duty, possess business cards or other
forms of advertisement relating to personal or other business
venture unless the possession of such material is necessary to the
performance of their duty.

109.00
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Effective date: September 15, 2004

D.

Personnel shall not use their official positions to gain entry into
any event without paying admission, except in the line of duty.
Such events include, but are not limited to:

1. Sporting events; or

2. Liquor establishments; or

3. Places of amusement.

Personnel shall not use their official position or official
jdentification card or badges to solicit:

1. For personal or financial gain; or

2. To obtain privileges not otherwise available to them except in
the performance of duty; or

3. To avoid conseqguences of illegal acts.

10 VOLUNTEER STATUS OF POLICE OFFICERS

108.

lLaw Enforcement personnel are occasionally asked to provide security
officer services on a volunteer basis, due to their training and
experience as law enforcement officers. Law Enforcement personnel
may do so only under the following conditions.

1. They provide advance written notice to the Chief of Police.
This notice shall contain information pertaining to the date,
time and location of the event.

2. They do not represent or hold themselves out to be law
enforcement officers.

3. They do not wear their Badge of Office or display any other
identification or insignia which identifies them as law
enforcement officers or in any way resembles their badge of
office.

4. They do not take any law enforcement action while in the
security officer position, but only maintain order. Law
Enforcement matters are to be referred to Law Enforcement
personnel of the appropriate Law Enforcement Agency within that
jurisdiction.

109.00
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Effective date: September 15, 2004
200.00 .
ADMINISTRATIVE ORDERS

The Department shall maintain a system of Administrative orders and to
provide for distribution, accountability, and control of such
information.

DEFINITIONS:
DEPARTMENT STANDARD OPERATION PROCEDURE (S.0.P.)

Written directives issued by the Chief of Police, which remain in full
force and effect until amended or rescinded by the Chief of Police.
These directives establish procedures, policies or regulations that
affect the entire Department. They are the most authoritative
directives and take precedence over all other directives. Changes in

the S$.0.P are made in the form of Department Special Orders.

DEPARTMENT SPECIAL ORDERS

Written directives issued on the Department level and are issued to
govern particular situations.

DEPARTMENT PERSONNEL ORDERS

Orders issued whenever personnel are transferred from one Bureau or
Division to another, are promoted, are attending training, etc.

DEPARTMENT MEMORANDA

Notices containing information, suggestions, notices or announcements
of general interest. ‘

RULES AND PROCEDURES:

- 200.01 AUTHORITY FOR ISSUANCE OF DEPARTMENT DIRECTIVES

A. All written directives of the Department shall be issued only upon
the approval of the Chief of Police. The Chief of Police may vest
in others the authority to issue written Department directives.

200.02 DEPARTMENT STANDARD OPERATING PROCEDURES (S.0.P.)

A. Any sworn or non-sworn personnel may propose a change in existing
policies and procedures or suggest new policies and procedures. If
the change is intended to become a part of the Standard Operating
Procedures manual, it should be in the form of a Department Special.
Order. Personnel will submit proposals through the chain of
command. The proposal will contain the following information:

1. A draft of the proposed revision.

2. A draft of a Department Special Order if the change is to take
effect immediately.

200.00
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H. Copies of 5.0.P. revisions for personnel will be delivered to the
appropriate Bureau Commander by the Chief of Police. The revisions
will be forwarded down the chain of command with each succeeding
level acknowledging receipt by written signature and date received.

With each set of revisions the Bureau Commander will receive the
"S.0.P. Revision Receipt Lists" that are for their command. The
Commander will ensure that all personnel sign and date the form in
the spaces provided as they receive a copy of the revision(s).
Personnel must sign for their own revision and no exception will be
made. The "S.0.P. Revision Receipt List" will be returned to the
Chief of Police by the date indicated on the form.

The Chief of Police will be responsible for maintaining an accurate
record of the receipt for all revisions issued.

Following distribution of a revision, Bureau Commanders will
acknowledge receipt on an inter-office correspondence, which is
provided in the initial packet and will subsequently be maintained
by the Chief of Police.

200.03 DEPARTMENT SPECIAL ORDERS

A. BAre written directives issued on the Department level and are issued
to govern particular situations.

B. Special Orders numbers will be issued using the last two digits of
the year followed by a hyphen and sequential number starting with 1,
each year, for example Special Order 00-1.

C. Number logs shall be maintained by the Chief of Police.

D. If the Special Order is not one that will be incorporated into the
Standard Operating Procedures manual, it requires an expiration
date. -

E. A Special Oxder that directs the incorporation of a change to the
Department Standard Operating Procedures manual will be published
with the revision attached.

200.04 DEPARTMENT PERSONNEL ORDERS

A. Personnel Orders will be prepared and numbered by the same system
outlined for the Department Special Orders, e.g., Personnel Order
00-1. :

The Chief of Police will make the appropriate distribution and
maintain a file of original orders.

200.00
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A.

200.05 DEPARTMENT MEMORANDA

*

Numbers issued to memoranda will follow the system as outlined for
Special Orders, e.g., 00-1.

The Chief of Police will make the appropriate distribution and
maintain a file of originals.

B. Memoranda will contain information, suggestions, notices or
announcements of general interest. Memoranda are issued to express
the intent and attitude of the issuing authority on the subject
contained in the memorandum.

C. Originators of the Department Memoranda will check to ensure that
conflicts do not exist. ’

200.06 _ DIVISION STANDARD OPERATING PROCEDURES

A, Will be maintained in each Division following the same format as the
Department manual. The Chief of Police will maintain a copy of each
Divisional manual. When a Division makes a change in its manual,
the Division will send a copy of the change to the Chief of Police.

200.07 DIVISION SPECIAL ORDERS

A. A copy of all Divisional directives will be forwarded to the Chief
of Police.

B. Divisional Special Orders will follow the same format as the
Department Special Order and will only apply to that Division. The
issuing Division Commander will maintain logs and make necessary
distribution.

200.08 INTER-OFFICE CORRESPONDENCE

A, Will follow the same format as the Department Memoranda and will

apply only to that Division.

200.00
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201.00

FORMS CONTROL

The Department shall centralize the responsibility for forms control in
the Administration Section and utilize standard forms whenever possible.

RULES AND PROCEDURES:

201.01 MAINTENANCE OF DEPARTMENT FORMS
A. The Administration Section shall be responsible'to maintain a master

file, which will include_the original of each form utilized.

B. Personnel shall not reproduce or requisition any form unless such
form has been approved for use by the Chief of Police, or his
designee.

C. Division Commanders will review forms utilized by their respective
commands and provide written recommendations regarding changes, then
forward them appropriately as outlined in this policy. This review
will be completed on an annual basis.

201.02 STANDARDIZED FORMS

A. Standard forms of other'agencies that are in common usage, such as
Uniform Crime Reports, Traffic Accident Reports, Uniform and
Misdemeanor Citations, and Search Warrants are excluded from the
previous provision.

201.03 NEW OR REVISED FORMS

A. All requests for a new or revised form will be made through an

inter-office correspondence, through the appropriate and established
chain of command to the Chief of Police, and will include:

1. Purpose of the form and information to be recorded on the form.

2. Number of copies needed to satisfy projected needs for a six-
month period.

3. Justification for the form, including a statement explaining why

- existing form(s) is unsuitable for use or why a2 new form is
needed.

201.00
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202.00
CORRESPONDENCE

The Department is to ensure all Department correspondence is prepared
in an approved format and that it is distributed in a timely manner.

RULES AND PROCEDURES:
202.01 FORWARDING CORRESPONDENCE

A. Letters, memoranda, and other correspondence or documents shall be
forwarded to the principal addressee through the chain of command
without delay. The suppression of or failure to forward documents
to the principal addressee shall be deemed as neglect of duty, and
shall be reported to the office of the Chief of Police through the
chain of command.

202.02 CORRESPONDENCE FORMAT

A. Personnel sending correspondence out of the Department shall
indicate one of the following, from their chain of command, as the
correspondent: Chief of Police, Deputy Chief of Police, or
Captain. All correspondence shall have, in the proper location, the
typed initials of the originator and typist. For example:

Best Regards,
(3 spaces)

Sylvester Stanley
Chief of Police

S85: ABC/def

1. In cases where the correspondent is a Captain, the respective
Bureau assignment shall be typed beneath the correspondent’s
rank.

C. The name and telephone number of the individual originating the
correspondence shall be incorporated in the correspondence
(including form letters) if the addressee needs to know who may be
contacted in reference to the particular subject matter.

D. The final form letter and an addressed envelope will be forwarded to
the correspondent for review, approval, signature and mailing of the
correspondence.

E. Except for Captains and above, no personnel will correspond with any
other agency or person utilizing Department head stationary without
express approval from the Bureau Commander or higher authority.

F. Letters, memoranda and other correspondence and documents will be

forwarded to the addressee through the chain of command without
delay.

202.00
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08 LEAVE OF ABSENCE WITHOUT PAY .

207.

A.

When a regular full-time employee has démonstrated a need for an
extended leave of absence without pay, such a leave may be granted for
a period of time not to exceed one (1) year subject to the
recommendations of the Chief of Police and the approval of the City
Manager. '

Leave of absence provisions will be governed by the collective
bargaining agreement between the City of Gallup and the Gallup Police
Officers Association.

207,

A.

09 EMERGENCY LEAVE

May be granted in accordance with the Personnel Rules of the City of
Gallup. If a member or employee requests Emergency Leave, it will be
their responsibility to do the following:

1. Notify their immediate supervisor at the earliest possible time
that Emergency Leave is needed. 1f the immediate supervisor
cannot be contacted, they shall then attempt to contact the
working shift supervisor, the Watch/Division Commandex, or their
Bureau Commander.

2. Should the member or employee be scheduled for any type of
appearance, they shall also direct the contact person to notify
the appropriate individual.

3. Any Emergency Leave taken shall be deducted from the member or
employee’s accumulated sick leave time, unless other arrangements

have been made and approved by the Chief cf Police.

10 ON THE JOB INJURY LEAVE

207.

On the job injury leave shall be granted in accordance with the
Personnel Rules of the City of Gallup.

11 ADMINISTRATIVE LEAVE

207.

A.

May be ordered by the Chief of Police as he sees fit. This may be
either leave with or without pay.

12 COMPENSATORY TIME

207,

A.

B.

Compensatory time may be granted by a member of employee’s immediate
supervisor, provided that they have accumulated compensatory time.

Compensatory time is to be administered in the same fashion as vacation
time.

207.00
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208.00

LIGHT DUTY

This Department may offer Light Duty assignments to personnel who, due
to injury or illness, cannot perform their reqularly assigned duties.
Light duty assignments will be made in accordance with the standards
set by the current Collective Bargaining Agreement between the City of
Gallup and the City of Gallup Police Officers Association.

RULES AND PROCEDURES:

208.01 LIGHT DUTY
A. Personnel who are unable to perform their regular duties due to

illness or injury may Dbe assigned to light/limited duty within the
Department provided:

1. The person submits a written release signed by their physician
releasing them to work in a limited assignment.

2. Any work restrictions must be noted on the release.

3. A prognosis for complete recovery and the ability to return to
full duty must be clearly stated on the release.

Any personnel placed on Light Duty will not be placed in a position
that could jeopardize or aggravate their physical condition. The
intent of this provision is to permit the return to work as soon as
is medically possible to personnel who are affected as set forth
above. Further, the parties understand that "limited duty” refers
to duty other than normal outside patrol duties and that it is not
the intent that said "limited duty" is to be of a "make work"
nature.

Personnel assigned a take-home vehicle will, while on Light Duty
status for either an on-the-job or off-the-job illness/injury;
surrender that vehicle to the appropriate Watch/Division Commander.
Police Officers may be assigned a take-home vehicle upon full
release from their physician.

208.00
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209.00 ’ , .
OVERTIME /WITNESS FEES/CHIEF’'S OVERTIME

All Police Officers shall be paid at the rate of time and one-half
their regular straight time rate of pay for all time worked in excess
of eighty-four (84) hours in any one (1) pay period, All overtime
shall be authorized according to financial and budgetary constraints by
the Chief of Police or his designee.

This section also sets down specific guidelines for the acceptance of
witness fees for testimony directly related to official duties
performed by personnel of the Department.

The provisions set forth herein for the Chief's Overtime program will
apply to both regular Chief's Overtime and to events sponsored by the
City of Gallup when Police Officers are used to provide a secure
atmosphere for the citizens in attendance. The guidelines set forth
herein will apply to all functions sponsored by the City of Gallup.
DEFINITIONS:

CHIEF'S OVERTIME

Chief's Overtime is defined as voluntary, off-duty overtime.

RULES AND PROCEDURES:

208.01 OVERTIME

A. Sworn and non-sworn personnel, except for those in certain pay
classifications, are eligible for overtime pay when they work more
than eighty-four (84) hours in any one (1) pay pericd. All overtime
will be approved by the member’s supervisor prior to working the
assignment. All overtime will be compensated in accordance with
City rules and regulations and collective bargaining agreements.

B. An overtime authorization form will be completed by personnel
performing the overtime, and submitted by the end of the next duty
day. The form must be approved by the appropriate supervisor(s)
within the person's chain of command. The overtime will not be
considered approved until the Watch/Division Commander approves the
request.

C. Actual hours worked will be computed in guarter-hour lncrements
following the completion of assigned duties.

D.  Employees called back to work after having left the worksite will be
compensated in accordance with applicable City rules and '
regulations, and collective bargaining agreements.

E. Eligible personnel, at the discretion of the Chief of Police, may

elect to receive compensatory time at the rate of one and one-half
hours off for each one hour worked.

209.00
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F.

G.

H.

Overtime should be recorded on a daily basis and forwarded to the
Chief’s Office.

When court attendance requires overtime personnel will obtain the
length of time spent in court, and have this indication initialed by
the Court Clerk. Personnel will in turn give the overtime slip to
their supervisor for approval. The supervisor will forward the slip
to the Chief’s Office.

When pre-trial conferences require overtime personnel will indicate
the length of time spent in conference, and have this indication
initialed by the attorney requesting the pre-trial conference. .

209,02 WITNESS FEES AND JURY DUTY

A.

B.

c.

D.

E.

F.
G.

H.

I.

If personnel are called as a witness in a court case, as a result of
their employment, during regular duty hours any monies paid to
personnel while serving as a witness shall be paid to the city. If
the court appearance requires travel the city will pay the salary,
per diem and travel expenses, as prescribed by law.

When the sworn or non-sworn personnel receipt the proceeds to the
City, they will endorse the check “payable to the City of Gallup’
only” and return the check and subpoena to the Chief’s Office. The
check .and subpoena will then be forwarded to the City Manager's
Office.

If, after receiving the check, an officer is not required to appear
in court, the check shall be returned to the issuing party.

If an employees appearance in civil court occurs during off duty
hours, he may either keep the check of submit an overtime slip in
the same manner as other court overtime. If the employee elects to .
put in for overtime, he will follow the check submission directions .
outlined in subsection B.

Employees will be permitted to take vacation or compensation time
solely for the purpose of collecting witness fees. Employees taking
vacation or compensation time for court appearances will not be
eligible for overtime payment.

Officers should cooperate with attorneys in civil cases in which the
City of Gallup has no interest.

On duty telephone interviews with attorneys will be allowed with the
officer’s supervisor’s permission.

If a conference is more appropriate, off duty officers will confer
with attorneys regarding civil cases only when arrangements have
been concluded for reimbursement of $75.00 in the form of a check
from the attorney. The check should be accompanied by a statement
or letter from the attorney, noting the payment. This check is to
be kept by the employee attending the conference.

No overtime slip will be accepted by supervisors for off duty
conferences between officers and attorneys in civil cases.

209.00
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J. 1f personnel are -called for jury duty, they will be paid their
regular salary while serving on a jury. 2Any nonies received by

personnel wile serving on: a jury must be pa1d to the c;ty in the
manner described- in subsection B.

i
i

209.03 CHIEF'S OVERTIME

A. outside policing activities will be considered to be regular law
enforcement duty insofar as conduct, performance of duty and
compllance with, Department rules and regulations are concerned.

B. Chief’s Overtime w1ll be made ava11able to all members on a 51gn—up
basis.

C. An Officer performlng such duty will be under the dlrectlon of any
superior officer assigned to such actlvlty.

D. Any complaints or disciplinary action generated from these special
' events will be forwarded to the supervisor assigned to the outside
duty. ' '

E. Off-duty overtime will be made available '‘to all supervisors and
officers unless otherwise directed due to special assignment or
disciplinary action. .

F. There will be no outside policing activities at a liquor serv1ng
establishment, except as authorized by the Chlef of Police.

G. Priority will be glven to participant personnel on scheduled days
off.

H. Participant personnel will not be allowed to exceed thlrty two -(32)
hours of Chief's Overtime pex pay period.

I. Participant personnel will not work Chief's Overtime during the'
eight (8) hours preceding a regular scheduled shift.

209.04 CHIEF'S OVERTIME SUPERVISORS
A. Supervisors must be scheduled for Chief's Overtime as follows:

1. Four (4) to eight (B) Police Offlcers employed at a 51ngle event
must be superv1sed by a Sergeant.

2. Nine (9} to fifteen (15) Police Officers employed at a single
event must be supervised by both a Lieutenant and a Sergeant.

3. Certain events may require supervision by a Captain and this

determination will be made by the program administrator oxr
higher authority.

209.00
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209.05 SELECTION LISTS FOR CHIEF'S OVERTIME

A.

Extra duty assigﬁments shall be offered to all personnel. A sign up
list will be posted in the Departments briefing room for each event

‘Any personnel, who accepts an extra duty assignment but is unable to

fulfill the assignment, shall notify the Field Setrvices Bureau
Commander, and shall make arrangements to have another cfficer fill
their scheduled position.

Sick leave or vacation shall not be taken in order to accept an
extra duty assignment.

Personnel in a light duty status shall not be eligible to
participate in extra duty assigoments. '

Except when acting in supervisor capacity, as set out above,
Sergeants and Lieutenants shall receive Officer 1° Class pay and
shall wear uniforms which do not bear rank insignia when performing
extra duty assignments:

1. When supervising, Sergeants and Lieutenants shall be compensated
at their regular overtime rate.

209.00




Gallup Police Departinent
* Rules and Regulations *

Effective date September 15, 2004

210.00

ON CALI. PAY

Those employees who are working in an assignment, which calls for an
on-call status,; will be compensated with on call pay. The criteria for
compensation will be set by the current Collective Bargaining

Agreement.

RULES AND PROCEDURES:

210.01 STANDEY

"A. The Chief of Police or his designee may place personnel on stand-by
status. Stand-by status is defined as duty status wherein a person
is required and assigned to be available for immediate call-out at
times when the person is otherwise not assigned to his regular duty
post. During such call-out period the personnel shall remain fit
for duty.

B. Personnel shall not be assigned stand-by duty for time periods less
than seven (7) consecutive days in duration. 1If, in the exercise of
his sole discretion, the Chief of Police or his designee requires a
person to be place on stand-by status for periods longer than one
week, such assignments in excess of one week shall be made in
multiples of seven days (i.e., 14 days, 21 days, 28 days, etc.)

C. Personnel shall not be placed on stand-by status while on leave.

D. Personnel assigned stand-by duty, shall be paid five (5) hours at
his overtime rate for each week so assigned.

F. Personnel’s pay shall begin at the time personnel are officially
notified of a need for service

210.00
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211.00 .
MEAT, BREAKS

This Department shall ensure that meal breaks for all personnel are in
compliance with the Fair Labor Standards Act, City of Gallup Personnel
- Rules and Regulations, and/or all applicable collective bargaining
agreements.

RULES AND PROCEDURES:

211.01 MEALS

A. BAll sworn personnel will be scheduled to work a shift, which
includes a paid meal period. Meal breaks will be scheduled during
the regular work day, and will be arranged on a staggered basis as
time and work requirements permit. The duration of the meal break,
and the location and time which the break is to begin, will be at
the discretion of the individual's supervisor.

G. Should time and work assignments prevent an individual from having a

meal break during the course of the work day, no compensatory time
or other compensation will be allowed.

211.00
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213.00

SENIORITY

The Department recognizes that senior status among members of the same
rank will take precedence according to the date of their respective
rank or grade. Among patrol officers, the positions of Probationary
Patrolman, Patrolman Second Class, and Patrolman First Class are

separate ranks.

RULES AND PROCEDURES:

213.01 USE OF SENIORITY

A. When two or more officers are working together on the same
assignment and are of equal rank, seniority shall not be exercised
except in an emergency necessitating it. Unless, by competent
authority, one member or employee has been designated as in command.

213.02 SENIORITY STATUS

A. If an officer is reinstated within one year of his resignation, his
seniority may be returned to him at thé discretion of the Chief of
Police. 1If an officer is rehired after more than one year, his
seniority shall commence on the date of rehiring.

B. In determining seniority based on continuous service, suspensions

and approved leaves without pay will not normally be subtracted
unless so specified in the suspension or leave of absence documents.
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216.00 .
DUTY ASSIGNMENTS AND TRANSFERS

The Department shall select personnel for assignment based on the
following criteria.

DEFINITIONS:
RELATIVE

For the purposes of this section, "relative" includes, but is not
necessarily limited to: husband, wife, significant other, son,
daughter, mother, father, sister, brother, son-in-law, daughter-in-law,
mother-in-law, father-in-law, sister-in-law, brother-in-law, aunt, or
uncle,

RULES AND PROCEDURES:

216.01 GENERAL PROVISIONS

A. The Chief of Police retains the right to assign the personnel of
this Department as the needs of the Department dictate.

B. Department Memoranda will be issued at the direction of the Chief of
Police, to announce the anticipated filling of newly created
positions or vacant positions that require inter-division transfer
of personnel. Each such memorandum will include minimum
qualifications for the announced position, a deadline for personnel
to submit a transfer request, and any document (s} required.

_C. Each circular will contain the opening date for submitting requests,
the closing date for submitting requests, and the minimum
qualifications required by the position. The circular will also
contain a short synopsis of the duties of the position and the
working conditions for the position, such as days off, odd shifts,
etc.

D. The information for the circular will be provided to the Chief’s
Office by the supervisor having the opening under their command.

E. Requests for transfer will be addressed to the Chief of Police and
shall:

1. Include the requesting person's qualifications for the position.

2. Be forwarded through the requesting person’s chain of command.
F. Ample space shall be provided at the bottom of the last page of the

request, so that supervisors reviewing the request may make written

acknowledgment of their review and make written comments.

G. The Chief of Police shall deliver all requests to the Division
Commander having the vacancy.

216.00
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H.

The Division Commander having the vacancy will then ensure that all
applicants are perscnally interviewed at a meeting attended by two
or more supervisors from that Division/Bureau.

Interviews will focus on the applicant's knowledge of the job
requirements and duties, law enforcement procedures, qualifications,
and any special considerations for. the specific job.

If the interviews are conducted at the direction of the Division
Commander, and no candidate completes the process satisfactorily,
the Division Commander may reguest that the Chief of Police re-post
the circular and that applications of interest be taken for a second
round of interviews.

When a vacancy for a sworn position has been announced and no one
makes a request to f£ill the position, the Chief of Police will be
asked to fill the position from the ranks of those minimally
qualified for the position.

The Division Commander having the vacancy will, after conferring
with the interviewers, address a memorandum to the Chief of Police;
through the chain of command, rank-ordering the applicants from most
to least desirable to fill the vacancy. Comments regarding the
rankings should be included. The Chief of Police will then make the
final decision.

Any intra-divisional transfer resulting in a change of work hours or
days off shall require five (5) days written notice unless mutually
waived, or unless emergency needs of the Department dictate
otherwise.
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7. The member (s) selected for temporary promotion will assume all of the

duties and responsibilities of the person they are replacing, and will
be held accountable for the same.

8. The Chief of Police shall cause a Department Memorandum to be issued
in all instances when temporary promotion is effected or terminated.
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228.03 PROBATIONARY EMPLOYEES

A. BRll probationary employees shall be required as a condition of

employment to participate in any unannounced mass/mandatory drug
tests scheduled for the probationary period. The frequency and timing
of such tests shall be determined by the Chief or his designee.

In addition, where the probationary employee has a past history of
drug use, he shall be required to submit to random testing until the
probationary period is successfully completed. The frequency and
timing of such testing shall be determined by the Chief or his
designee.

228.04 Employee Drug Testing

A,

Sworn officers will be required to take drug test as a condition of
continued employment in order to ascertain prohibited drug use, as
provided below:

1. A supervisor may order an employee to take a drug test upon
documented reasonable suspicion that the employee is or has been
using drugs. A summary of the facts supporting the order shall be
made available to the employee prior to the actual test.

2, A drug test will be administered as part of any regqular phy51cal
examination required by this department.

3. All sworn cofficers shall be uniformly tested during any
unannounced, mass/mandatory testing required by the Department.

4. The Chief or his designee shall determine the frequency and time
of such tests.

5. Testing will be done on a unit-by-unit basis.
A drug test shall be considered as a condition of application to the

specialized units within the Department, and shall be administered as
part of the required physical examination for that position.

228.05 DRUG TESTING METHODOLOGY

A.

The testing or processing phase shall consist of a two-step
procedure:

1. Initial screening test
2. Confirmation test

The urine sample is first tested using the initial drug screening
procedure. An initial positive test result will not be considered
conclusive; rather, it will be classified as "confirmation pending".
Notification of test results to the svpervisor or other departmental
designee shall be held until the confirmation test results are
cbtained.

228.00




Gallup Police Depariment
* Rules and Regulations *

Effective date: September 15, 2004

C. A specimen testing positive will undergc an additional confirmatory
test. The confirmation procedure shall be technologically different
and more sensitive than the initial screening test.

D. The drug screening tests selected shall be capable of identifying
marijuana, cocaine, and every major drug of abuse including heroin,
amphetamines and barbiturates. Personnel utilized for testing will be
certified as qualified to collect urine samples or adequately trained
in collection procedures.

E. Concentrations of a drug at or above the following levels shall be
considered a positive test result when using the initial immunoassay
drug screening test.

Initial Test
Level (ng/ml)

= B ¥ - o - 100
Cocaine metabolite ........ Ce e e i .. 300
Opiate metabolites ............... e e e ettt et aeas 300*
Phencyclidine.. ...... Pt e e s et e 25
Amphetamines. ....... e e e et 1000
e 25ng/ml if immuncassay-specific for free morphine.
Concentrations of a drug at or above the following levels shall be
considered a positive test result when performing a confirmatory GC/MS
test on a urine specimen that tested positive using a technoleogically
different initial screening methed.
Confirmatory
Test Level
(ng/ml)
Marijuana metabolite............... e N e 15"
Cocaine metabolite .,....... e e e e 150
Opiates: :
Morphime e et e e e 300+
(07T e 1T 5 o 1= OO G e e 300+
PhencyClidine .o s 505 s e e e e 25
Amphetamines:
Amphetamine.......coeeieeiininrieernnan Ch e e R 500
Methamphetamine et ie e e 500

* Delta-9-tetraphdrocannabinol-9-carboxylic acid
** Benzoylecgonine
+ 25ng/m} if immunoassay-specific for free morphine

F. The laboratory selected to conduct the analysis shall be experienced
and capable of quality control, documentation, chain of custody,
technical expertise and demonstrated proficiency in urinalysis.

G. Employees having negative drug test results shall receive a
memorandum stating that no illegal drugs were found. If the employee
requests such, a copy of the letter will be placed in the employee's
personnel file.

228.00
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229.00
COMMUNICABLE DISEASES

. ]

This Department-shall maintain a system of standérd operating
procedures which will lessen or prevent the exposure of 1ts members to
infectious or communlcable diseases.

t

DEFINITIONS:
UNIVERSAL PRECAUTIONS

" Precautions to be taken in all similar situations, i.e. wearing a mask,
wearing gloves, etc.

COMMUNICABLE DISEASE '

A communicable disease is any infectious disorder or illmess capable of
" being transmitted to another person-by contact with an infected
individual, or their body fluids.

{

BODY FLUIDS .
Blood, saliva, urine, feces, semen, or other body fluid.
CONTAMINATION

When an article of clothlng, skin, or eyes becomqs soiled or touched by
a body fluid. '

RULES AND PROCEDURES:A;

229.01 MANDATORY PREéAUTIONS TO BE TAKEN AT ALL CRIME SCENES:

A. No person will be allowed to eat, drink, use tobacco, chew gum or
apply makeup while at an'incident scene. .

B. All personnel will wear latex gloves and protective face magks, when'
working on scenes where body fluids are present. Gloves shall be
changed if torm or soiled, and must be removed prior to leaving the
scene, even if leaving only temporarily.

C. While at the scene, personnel should use inexpensive pens or
pencils. (Items that may be disposed of prior to leaving the
scene,) ! .

D. After removing gloves, personnel must wash their hands with a
sterilized solution of appropriate strength.

E. Personnel responding to a scene where communicable diseases may be
present will take a heavy duty plastic bag where disposable items
may be placed. These items will then be turned over to
Criminalistics for proper disposal.

229.00
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B.

Training will be provided in both the in-service and pre-service
modes on a needed basis. All requests must be approved by the
appropriate Bureau Commander.

232.

04 CONFIDENTIALITY

Information regarding the names of employees or the nature of their
contact with the psychologist will not be disclosed or released
without the specific permission of the employee except in those
instances when it is required by statute or the American
Psychological Association (APA) code of ethics to do so. These
currently (MAR. 1995) are:

1. When the involved party presents a clear danger to him/herself
or another.

2. 1In cases involving child abuse or neglect.

In the case of Departmentally-ordered evaluations, the agency is the
holder of the privilege. The Officer or applicant will be so
advised at the time of testing via a written consent form.

Written material, to include test data, reports, counseling notes
and correspondence, will be kept in accordance with (APA)
guidelines. '

232,

05 REQUESTED SERVICE PRIORITY

When competing demands for service arise, the order of priority will
be:

1. Crisis intervention with employees.
2. Critical incidents.

3. Counseling appointments.

4, Pre-employment appointments.

5. Training

6. Reséarch

On a needed basis, the Chief of Police has discretion in altering
the priority list.

232.00
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probable cause to place in custody or arrest an individual, or in
constituting a reasonable and articulable suspicion that an offense
has been or is being committed so as to justify the detention of an
individual or the investigatory stop of a motor vehicle.

2. In response to a specific credible report of criminal activity, race
or ethnicity of an individual shall not be the sole factor in
determining the existence of probable cause to place in custody or
arrest an individual.

Stops or detentions based on race, age, gender, or sexual orientation or
any other prejudicial basis by any member of the Department are
prohibited.

1. The detention of an individual, which is not based on factors related
to a violation of Federal Law, New Mexico State Statutes, City
Ordinances or any combination thereof, is prohibited.

2. No officer shall stop, detain, or search any person when race, color,
ethnicity, age, gender, or sexual orientation motivates such action.

3. Asset seizure and forfeiture efforts and procedures shall be based on
viclations of Federal Law, New Mexico State Statutes or any
combination thereof and shall not be motivated by race, color,
ethnicity, age, gender, sexual orientation, religion, economic status,
or cultural group.

233.08 TRAINING

A.

All Police Department members will receive training bi-annually on the
harms of bias based profiling and discrimination, including legal aspects
and a review of this directive.

233.09 DUTIES OF MEMBERS

A,

Any employee who believes there is, or may be aware of any violation of
this Order, will immediately contact his/her immediate supervisor.

All complaints of bias based profiling or discriminatory practices will be
investigated in accordance with the established internal affairs
procedures.

Each supervisor will be responsible for continually monitoring and
examining all members under their direct supervision to ensure that
member’s actions and activities adhere to this directive and to discover
any indications of racial profiling or discriminatory practices.

233.10 DISCIPLINARY PROCEDURES

A.

Appropriate discipline will be implemented for non-compliance with this
directive up to and including dismissal.
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C.

D.

Call an on-duty supervisor to the scene of the accident.

Submit a supplemental report by the end of the same work shift to
the on-duty supervisor for inclusion with the initial report.

SUPERVISOR DUTIES AND RESPONSIBILITIES

A.

The on-duty supervisor will respond to the incident location and
oversee the investigation.

The on-scene supervisor will be responsible to make all pertinent
notification depending on the seriousness of the incident.

The on-scene supervisor will ensure that all appropriate documents
involving the incident are forwarded to the appropriate Divisions. as
soon as feasible.

Wreckers will be used to tow Department vehicles only when necessary
and with the permission of a supervisor.

A City of Gallup Automobile Accident Report shall be completed by

the shift supervisor on all accidents involving city police
vehicles.

234.00







Gallup Police Department
* Rules and Reguiations *

Effective date: September 15, 2004
23€.00

UNIFORMS/EQUIPMENT

The Department shall ensure that all personnel are properly attired.
Civilian personnel will meet acceptable standards of dress as
established by the Chief of Police.

RULES AND PROCEDURES:

UNIFORM STANDARDS

A. Standards for the proper wearing of uniforms will apply to all sworn
personnel and uniformed civilian employees of the Department.

236.01 WEARING OF THE REGULATION UNIFORM

A. All sworn personnel and uniformed civilian employees, except as
noted, shall wear the regulation uniform.

B. The Chief of Police, Deputy Chief of Police, and Bureau Commanders
may dress appropriately for their assigned duties.

C. Division Commanders may authorize the wearing of clothing other than
the uniform for personnel under their command.

D. Non-uniformed civilian personnel will meet acceptable standards of
dress as established by the Chief of Police.

E. When wearing the uniform, it will be complete. Partial uniforms
will not be worn.

F. All Police Officers will maintain one Class-A uniform as defined in
this manual.

236.02 SUPERVISOR RESPONSIBILITIES

A. Supervisors are responsible for the appearance of personnel under
their command and will ensure that:

1. Uniforms and equipment are neat, clean, and serviceable.
2, Uniforms and equipment are properly worn and utilized.

3. Uniforms, insignia, accessories, and equipment conform to
published standards.

236.03 HEADGEAR

A. Headgear is optional, except during formal inspections, funerals,
parades, or when directed by the Chief of Police. :

236.00
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236.13 GLOVES R R _

A. Gloves will be black leather, l1lined or unlined, and shall not-be .
issued by the Department. Gloves will be of a full finger designm.
Gloves with the finger coverings removed are not, authorized.

B. Police Officers may be, required to wear white cotton_gioves on
special oc¢casions (e.g., funerals, paradés,'etc.).

236.14 RAIN GEAR

A. -Rain gear, which is' not issued, should be clear vinyl or reflective
' orange for all personnel and must be approved by the Chief of
Police. . .

B. Raincoat will be knee length, rain jacket will be hlp length and
rain pants will be full length.

236.15 NAME TAGS AND TIE BAR/TACK

A. A name plate shall be worn on the ghirt of all uniformed persannel.
The first and last name, or first initia? and last name will be
inscribed. All name tags will be gold in color.

B. The name plate will be positioned on the right breast pocket flap of
the uniform shirt. It is to be centered and the top of the name
plate is to be flush with the upper seam of the flap.

C. BAn optional slip-on pin acknowledging years of current service to
the Department may.be attached to the name tag. The service pin
will have inscribed in black enamel, the wording "SERVING SINCE."
The year for date of hire will be inscribed in the blank space.
These .optional slip-on pins will not be supplied by the Department.

D. A tie bar or tack of conservative taste may be worn provided that it
is gold colored. No name brands or advertisement will be allowed.

236,16 DEPARTMENT BADGE AND PATCH

. A. Sworn personnel shall wear their designated official Department
badge when in-uniform..

B. The official Department patch will be worn on both sleeves of all
uniform shlrts, jackets and sweaters.

C. The Department patch'will be centered on the sleeve. and the top
border of the patch will meet with the seam of the shirt/jacket
sleeve at the shoulder.

D. A cloth replica of the Departmeﬁt issued badge will be worn on all
jackets, sweaters.
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L.

The review committee shall, no later than January 15th of each year,
select Police Officer and Civilian of the year, for the prior year.

Only recipients of the Quarterly Awards will be considered for the
annual awards.

02 RESERVE SELECTION

240.

Reserve Police Officers are also eligible for recognition as Reserve
Officer of the Year from among members of the Reserve Officer
Division. There will be only a yearly selection, not a quarterly
award,

In order to qualify for the nomination, Reserve Police Officers must
be an active Reserve Officer ln the Gallup Police Department Reserve
Division.

All nominations for Reserve Officer of the Year will be directed to
the Reserve Division Board of Directors.

Once the Reserve Officer board of directors has chosen their
nominee, they will submit their selection via the Reserve

coordinator.

All other selection criteria outlined in this sectlon will apply for
selection of Reserve Officer of the Year.
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300.05 CODE OF CONDUCT/OFF-DUTY
A. Personnel operating an assigned vehicle which bears official wmarkings will

be appropriately attired and have in possession the following equipment to
effectively perform a law enforcement  function, while at the same time

-presenting a favorable image:

1. Badge
2. Identificaﬁion

3. 1Issued and/or back-up firearm

)

Personnel will wear trousers (slacks or jeans) and a shirt while opefating
the vehicle. Appropriate attire which is considered in good taste will be
mandatory. Some examples of inappropriate attire are shorts, cut-offs,
tank tops, sandals, and thongs.

Police Officers operating a Department vehicle, who are in civilian
attire, are not relieved of the responsibility of taking appropriate law
enforcement action when confronted with any traffic infraction. However,
it is recommended that such action be limited to those violations that are
blatant, or endanger public safety, where the infraction could be
interpreted as negligence. When taking enforcement action under such
circumstances, Police Officers will:

1. Wear a recognizable Department jacket, identifying the wearer as
Police Officer, in and for the City of Gallup.

2. For this purpose the uniform jacket and/or the authorized “raid
jacket" will suffice.

3. For court testimony, the listed jackets will be considered the uniform
of the day.

4., Display the issued badge.

5. Possess their commission (identification) card, and make easily
accessible for display, and present it to the violator, if requested.

Vehicles which bear official markings, will not be used to frequent any
bar, liquor establishment, or other premises which may bring: dlscredlt
upon the Department or the City.

Operation of any Department vehicle whether officially marked or not,
whenever the driver is incapacitated, drunk, or has been drinking to the
extent as to be legally under the influence of an intoxicating liquor or
drug, is strictly prohibited.

300.06 VEHICLE USE/OFF-DUTY

A.

Department Command Staff and other "“On-Call” staff may use 1ssued vehicles
while in an "off-duty" status.

300.00
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B. In the event that an "On-Call"” Officer is summoned to duty that has
passengers in the vehicle, all passengers will be deposited at a safe
location and then respond to the call in a safe and expedient manner.

300.07 VEHICLE USE/GENERAL

A. Department personnel will comply with all traffic regulations and laws
while operating a City owned or issued vehicle.

B. Department personnel will operate the vehicle in a professional manner as
not to bring discredit or embarrassment upon the Department.

C. All personnel shall wear a seat belt and/or shoulder harness while
occupying a Department vehicle, regardless of seating position or duty
status.

D. No one will alter or add equipment to any City owned vehicle without the
expressed permission of the Chief of Police.

E. Whenever Department personnel have an issued Department vehicle, and is on
leave status for more than five (5) consecutive working days, they shall
leave their vehicle at an area designated by the concerned Officer’s
Watch/Division Commander. Watch/Division Commanders and higher ranking
sworn personnel will conform to this section by contacting their superiors
for vehicle disposition.

F. When operating a city vehicle while off duty, officer shall notify the
dispatcher that they are in the unit.

G. With the continued interest of public safety in mind, recognizing the
deterrent effect of having a police vehicle in an area, and the need to
keep Police Officers on duty. Officers may be authorized by their
immediate supervisor to use a department owned vehicle to transport
immediate family members to and from appointments, school or similar
functions. When approving such transportation, the supervisor shall take
into consideration the daily operations of the department.

300.08 PRIVATELY OWNED VEHCILES

A. The City’s insurance policy does not cover property damage suffered by an

employee’s privately owned vehicle, even when it is driven on City
business. City funds will not be used to reimburse an employee for an
uninsured loss of any nature.

B. Although employees may use their privately owned vehicles for city

business at their discretion, they may not be required to do so by anyone
in this Department.
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301.03 SUPERVISORY RESPONSIBILITIES

A.

Supervisors will have the authority to upgrade or downgrade responding
units’ Code response. This change in response should be based on
information obtained from Metro Dispatch or other personnel. All changes
in response status will be confirmed with responding units by
Communications.

Supervisors may, at their discretion, respond to the scene of a call for
service utilizing an appropriate code response to ensure compliance with

Department policies and procedures.

Supervisors will evaluate and control the number of Police Officers at an
incident, a dispatched call for service, or a crime scene.
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2. Without a protective cage, the prisoner will be handcuffed properly
and seat belted into the right front passenger seat.

In the event that a sworn personnel is transporting a person of the
opposite sex (other than fellow sworn personnel) or a juvenile in the
course of official business, the officer shall notify Metro Dispatch
center of the fact that a person of the opposite sex or juvenile is being
transported and shall:

1. State the purpose of the transport, i.e. prisoner, witness, motorist
assist, etc.

2. State the location at which the person entered the vehicle.
3. State the intended destination.
4. State the current odometer reading.

5. Upon reaching the destination, the Metro Dispatch center will be
notified of the ending odometer reading. All intermediate stops shall
also be similarly noted.

Any unusual circumstances encountered during transport will be immediately
relayed to Dispatch and the on~-duty Commander via police radio.

Upon arrival at the booking desk, violent or unruly prisoners will remain
handcuffed until just prior to being placed in a cell.

Once a prisoner has been removed from the transporting vehicle, a thorough
search shall be made to ensure that no contraband/evidence has been
hidden/concealed by the prisoner.

In the event that a prisoner should escape from custody while en-route to
booking, an immediate notification should be made to other units as well
as to other agencies which may have jurisdiction in the area.

Handcuffs or other restraints will always be used when transporting
prisoners. Police Officers may use discretion when extenuating
circumstances, such as medical problems or disabilities, make it difficult
to handcuff prisoners behind their back.

Prisoners are permitted to be handcuffed to stationary objects or to each
other, if circumstances dictate.

Once a prisoner is placed into a patrol car for transport, either the
arresting officer or an assisting officer will attempt to keep visual
contact with the prisoner at all times.

Police Officers transporting prisoners/citizens should not make any
attempts to perform other law enforcement functions except in an extreme
emergency. If this occurs, they must take extra precautions to ensure the
safety and security of their prisoner. If a stop becomes necessary, it
should only be until other law enforcement officers arrive. Under no
circumstances should they become involved in a pursuit or assist in one.
See 5.0.P. section on Pursuits.

Police Officers are under no obligation to let prisoners communicate with
an attorney or other persons while they are being transported. In
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3.

The Transportation Hood will be placed over the head of the individual
to prevent the transfer of saliva, sputum, blood or other fluids.

The Transportation Hood is designed for single, one-time use and is
not to be re-used. Once used, the Transportation Hood is considered a
“Bio-Hazard” and will be disposed of in compliance with policies and
procedures regarding the disposal of bio-hazardous materials.

No other methods will be utilized to control or prevent this action.
The Transportation Hood will only be used to deter spitting and will
NOT be used for any other purposes.

A detailed description of the use of the Transportation Hood will be
included in the Offense/Incident Report.

Each Watch/Division will be responsible for maintaining and issuing of
the Transportation Hood.

Training in the use of the Transportation Hood will be the
responsibility of the Training Section.

D. The use of the City of Gallup Fire Marshal’'s Office is an additional
option in these circumstances. Should an Officer or supervisor deem it
necessary to transport the prisoner on a back board, Fire Department will
be contacted.

1.

Upon notification of dispatch, a paramedic unit will be requested for
transport of the violent/combative individual.

The prisoner will be restrained and secured to a “back board” device.
An Officer will remain with the prisoner while the paramedic unit

transports them to the detention facility.

An assisting Officer will respond to the detention facility, following
the paramedic unit, should additional assistance be needed.

The prisoner will be released from the restraints only upon the
arrival of both Police Officers at the detention facility.
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H.

. 1 “
All prisoners. being bodked into the detention'center will remain
handcuffed until the booking process is completed, except when using the
Intoxilyzer at the Detention Center, or upon authorization of' the
Detention Center supervlsor -

A subject who is being charged by the arrestlng Officer with both a felony
or felonies and a misdemeanor or misdemeanors will be booked on felony
charge(s) only. , The offender will be charged with all felonies. and
misdemeanors together'in the District Court. The arresting Officer will
indicate what additional misdemeanor charges the offender should be
charged with on the original report

In all cases where.a Officer, suspect or prisoner has been injured,
whether such injuries are visible or not, photographs will be taken. All
persons who resist arrest in any manner will be photographed.
Additionally, Police Officers will photograph all persons charged with
Battery on a Police Officer and/or Aggravated Battery on a Police Officer.

1. It is the responsibility of the arresting/reporting Officer to ensure
that photographs are taken.

2. The photographs will: be taken by a Field Investigator. If the
injuries to the Officer or individual require medical treatment, the
F.I. will take photographs at the hospital. Photographs may be taken-
by any other Department personnel trained in crime scene photography.

3. The F.I. will be responsible for submitting the exposed film to
Evidence for processing. If other Department personnel take
photographs, the film will be given to the arresting/reporting Officer
for submission to Evidence.

Injuries that may have occurred as a result of any action taken by the

arresting Officer(s) will also be documented on the Offense/ Incident

Report Form.

Injured arrestees shall be examined by Detention Center Medical Services
Unit personnel, who shall make the decision as to whether the arrestee
shall be accepted into the facility, or taken to a hospital for treatment.
If an arrestee is rejected for medical reasons, they shall be transported
to the Hospital by the Officer who has custody of the prisoner. The
Officer will notify the on-duty supervisor of this incident as soon as
possible.

Arrestees will remain the responsibility of the arresting or transporting
Officer until all booking/medical procedures are completed.

After the booking process has been completed, the transporting Officer
will search their vehicle for evidence and/or contraband that may have
been left by the prisoner prior to the Officer leaving the parking area of
the Detention Center.
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F.

Items that have been contaminated by human blood or other body fluids will
be considered a bio-hazard. These items will be tagged as such and
submitted to the Evidence Room.

1. Items as described above will be tagged with a BIO WARNING LABEL, AND
BAGGED IN A BIO-HAZARD BAG.

2. During normal working hours, properly tagged contaminated evidence
will be taken directly to the Evidence Section for appropriate
processing.

3. After normal hours contaminated evidence will be placed in the OSHA
approved BIO-BIN located at the Evidence Section. If access cannot be
gained to this facility, personnel from the Evidence Section MUST be
called out to take custody of the items.

4. Once the evidence has been decontaminated, or otherwise processed by
the Evidence Section, personnel from that section will tag the item
into the Evidence Room.

An evidence tag will be completed for each item submitted to the Evidence
Section. Each tag must be completed legibly and to the fullest extent
possible.

A notation in the evidence log must be made which completely details the
information contained on the evidence tag.

Personnel tagging evidence must comply with all instructions given by
Evidence personnel regarding proper packaging and submission.

Evidence which is sensitive and must be protected from contamination,
(such as evidence which will be processed for fingerprints or other trace
evidence), MUST be tagged and packaged to preserve its integrity.

Documents, audio, and video tapes will be tagged separately to facilitate
transcription and storage. Audio tapes must be packaged in envelopes.
Video tapes should be packaged in plastic bags. The evidence tag is then
attached to the envelope or plastic bag.

When firearms are placed into evidence it is the responsibility of the
person tagging it to ensure that the weapon is in a safe condition. If
they are not familiar with the cperation of the weapon, they should
request the assistance of other gqualified personnel who may then render
the weapon safe. The weapon should be tagged and then prepared for
submission with the action or cylinder in an open/safe position.

1. When the weapon is not being processed for trace evidence, it may be
placed in a plastic bag.

2. Firearms will not be disassembled prior to being submitted.

3. Ammunition seized with a firearm must be tagged separately from the
weapon.

4. Spent casings will be bagged separately from other ammunition.
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6. Items that could be returned to the owner, i.e., Property recovered
from a shoplifting, larceny, or other incident where the item is not

needed as evidence;

7. Any unidentified liquid (in this instance contact the shift supervisor
and if needed the on-call CSI detective).
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319.08 MIRANDA WARNINGS

The rights afforded to all persons under the Constitution of the United
States as interpreted in MIRANDA V. ARIZONA. The rights are listed as
follows:

ENGLISH:

1. You have the right to remain silent.
2. Anything you say can be used against you in a court of law.

3. You have the right to talk to a lawyer for advice before we ask you any
questions, if you wish.

4. If you cannot afford a lawyer, one will be appointed for you, before
any questioning, if you wish,

5. If you decide to answer questions now, without a lawyer present, you
will still have the right to stop answering at any time. You also have
the right to stop answering at any time until you talk to a lawyer.

319.00
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2. Field Services Bureau personnel will nqgt interview potential child
victims under any circumstances. Interviews by Field Services Bureau
personnel pertaining to children shall be limited to the gathering of
basic information. When possible, this information should be obtained
from adults present with the children.

G. In the event that an arrest is made by Field Services Bureau personnel,
the suspect should not be taken back onto the crime scene for any reason.

H. Suspects should not be allowed to clean their persons prior to the
collection of potential evidence.

I. Field Services Bureau personnel shall not attempt to take statements or
elicit confessions from potential offenders.

J. Field Services Bureau personnel may encounter a situation requiring the
taking of the Dying Declaration. These declarations should be taken in
accordance with procedures making them admissible for prosecution of the
case. The Officer taking the statement should also obtain a declaration
from the subject that the statement is true and accurate. If possible
these statements should be recorded or witnessed by rescue personnel.
Police Officers should never interfere with heroic efforts to save the
person’s life when attempting to obtain a Dying Declaration.

K. Field Services Bureau personnel will not remove any article from the
person of a deceased victim, to include the victim’s identification.

L. Should Field Services Bureau personnel alter the scene or move any object
within the scene they shall immediately inform the lead investigator upon
his arrival at the scene.

320.02 FIELD SERVICES SUPERVISORS

A. Will respond to all requests for assistance from Field Services Bureau
Officers.

B. After receiving a briefing from the Officer, the supervisor will assess
the situation and request any additional personnel needed.

C. Upon their arrival, the supervisor will ensure that if there is a crime
scene in existence and that the Officer has identified the boundaries of
the scene and then marked off an area slightly larger than the boundaries
of the scene. If the crime scene is within a residence, all occupants of
the residence will be required to exit the residence; if it is within a
business, the occupants of the business will be required to exit the
business and business shall cease until the crime scene can be properly
examined. In the event that the crime occurs in a treatment facility for
the elderly or the mentally challenged, the facility should not be
completely evacuated unless absolutely necessary. The supervisor shall
ensure that a satisfactory crime scene has been established. Supervisors
will ensure that a crime scene log is in use.

320.00
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D.

When an Officer, dispatched on a call for service, encounters a violent
crimes situation that will require law enforcement services beyond those
that the Field Services Bureau can effectively provide, the Field Services
Bureau Supervisor will request the assistance of the On-Call investigator
at the location.

Field Services Bureau supervisors will not interview potential c¢hild
victims under any circumstances. Interviews by Field Services Bureau
personnel pertaining to children shall be limited to the gathering of
basic information. When possible this information should be obtained from
adults present with the children.

Field Services Bureau supervisors shall not attempt to take statements or
elicit confessions from potential offenders.

Field Services Bureau supervisors shall be prepared to brief the first
arriving on-call investigator. Once the briefing has taken place the
scene and responsibility for further law enforcement action will be turned
over to the on-call investigator. Should the Field Services Bureau
supervisor feel that there is a need for a response other than the one
planned by the on-call investigator, the Field Services supervisor may
contact the on-call Criminal Investigations/Narcotics supervisor to
discuss the situation. Decisions made by the Criminal
Investigations/Narcotics supervisor will be final.

320.

03 CRIMINAL INVESTIGATIONS

The On-Call investigator will respond to all requests for assistance
pertaining to violent crimes cases. Response will not be at the
discretion of the investigator. The investigator will not attempt to
assess a situation via telephone. Once the on-call investigator has
arrived at the scene and has been briefed by the Field Services Bureau
supervisor they will assume responsibility for the crime scene and the
investigative process.

Upon their arrival, the investigator will ensure that if there is a crime
scene in existence and that the Field Services Bureau personnel have
identified the scene’s boundaries and then marked off an area slightly
larger than the scene’s boundaries. If the crime scene is within a
residence, all occupants of the residence will be required to exit the
residence; if it is within a business, the occupants of the business will
be required to exit the business and business shall cease until the crime
scene can be properly examined. In the event that the crime occurs in a
treatment facility for the elderly or the mentally challenged, the
facility should not be completely evacuated unless absolutely necessary.
The investigator shall ensure that a satisfactory crime scene has been
established. Investigators will ensure that a crime scene log is in use.

The On-Call investigator will direct the investigation as well as the
collection of physical and testimonial evidences pertaining to the
investigation. Evidence will be collected by either a Field Investigator
or the On-Call Criminalistics investigator. The investigator will be
responsible for deciding if the Criminalistics investigator is needed.
Investigators will ensure that all available physical and testimonial
evidence is collected using only those methods which will make this
evidence readily acceptable for prosecution use.

320.00




-Gallup Police Department
* Rules and Regulations *

Effective date: September 15, 2004

When suspect(s) are identified, investigators will immediately take steps
to collect any trace evidence that may be present on the suspect’s person.
The collection of this evidence must be done in accordance with acceptable
standards so that all evidence collected is acceptable for prosecution
use.

In the event that a suspect is identified and arrested within 24 hours of
committing the offense all of the suspect’s clothing, including
undergarments and shoes, will be taken for evidence purposes at booking.
The investigator will have a Criminalistics investigator accompany them to
booking so that the clothing can be properly collected. Should the arrest
occur more than 24 hours after the crime was committed, the investigator
shall attempt to determine if the suspect is wearing the same clothing
worn at the time the crime was committed; if that is the case, the
clothing should be collected as outlined above.

The person of all suspects taken into custody will be examined for
evidence. Any trace or physical evidence located will be documented prior
to the booking process.

The investigator will prepare all search warrants, motions to seal and
orders to seal to be executed during the course of the investigation. The
investigator will consult with the District Attorney’s Office to determine
if search warrants should be sealed, prior to a suspect’s arrest. Should
the District Attorney’s Office determine that they should be sealed the
investigator will ensure that the search warrant is accompanied by both a
motion to seal and an order to seal.

The investigator will prepare search warrants for all structures in which
violent crimes have occurred. These warrants will be prepared prior to
any search of the crime scene being conducted.

Investigators need not obtain search warrants for open public spaces or
for structures which members of the public would normally have
unrestricted access to.

A consent to search may be used in concert with a search warrant but not
in place of a search warrant.

Consent to search may be used if the investigator does not have the
probable cause to obtain a search warrant.

No individual suspect photos will be used for the purpose of
identification. The investigator will prepare a photo array(s) to be used
for identification purposes. All photo arrays shown will be accompanied
by an approved photo array identification sheet. Once a photo array has
been shown it will be tagged into evidence even if no identification was
made from the array.

320.04 CRIMINAL INVESTIGATIONS SUPERVISOR

The supervisor will provide the Metro Dispatch center with contact numbers
for an On-Call investigator at all times.
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e. Conduct a search incident to arrest after an arrest has been made.

f. Allow any and all emergency medical treatment to be given to any
victim.

g. Conduct a pat down of persons at the location if there 1is a
sufficient basis for the officers to do so.

h. Interview witnesses or take statements as may be necessary.

Other than these acts which could be done immediately or soon after the
entry, the officers may NOT search for trace evidence, take blood samples,
or otherwise process the crime scene without a search warrant.

1. Of course this does not apply to crime scenes which are in public
places.

a. As there is no reasonable expectation of privacy in public places,
the scene may be searched and processed as necessary.

If the crime scene is in a vehicle, while ownership from the registration
may be easily obtained, that may not show if the vehicle was recently sold
to another.

1. If there is any possible doubt as to the ownership of a vehicle, a
search warrant should be obtained before a search of the vehicle,
other than an inventory search, is conducted.

2. The vehicle may of course be seized and secured and held until a
search warrant is obtained.

.13 ARRESTS IN THE HOME/THIRD PARTY HOMES

321

The Courts have held that a warrant for the arrest of a suspect implies
that the officers may search the suspect’s residence for the suspect.

This search requires, first, a warrant for the arrest of the suspect and
second, a search of his/her residence.

1. As a result, officers who are not in hot pursuit of a suspect may not
enter his/her residence without a warrant to search for the suspect.

2. Even if the officers have a warrant for the arrest of the suspect, the
search of the residence is only for the suspect, not for evidence of
the crime.

3. Evidence of the crime which is found in a location where the defendant
could not have been located will be suppressed.

4. When the defendant has been located in the residence and officers wish
to search for additional evidence of the crime, a search warrant must
be obtained for the residence.

5. Evidence which is of an immediately apparent nature to the officer
which is discovered in plain view during the course of the search for
the suspect may be seized on the basis of the plain view exception.

6. In addition, evidence discovered during a search incident to the
suspect’s arrest may also be seized (refer to directive 321.02).

321.00



















N\

Gallup Police Department
* Rules and Regulations *

Effective date: September 15, 2004

ON-CALL CRIMINALISTICS INVESTIGATOR

The Criminalistics Investigator who responds to the scene.

SHELL REPORT

An Offense/Incident report containing minimal information. This report
should indicate that the Officer was dispatched and that once confirmation
that a crime was committed and that it occurred within the boundaries of City
of Gallup that investigators were called to complete the investigation.

RULES AND PROCEDURES:

322.01 METRO DISPATCH

A. Due to the sensitive nature of these investigations the Metro Dispatch
center and sworn personnel shall avoid discussing details pertaining to
these situations via radio whenever possible. Should the Department
receive a report of an in progress crime, Metro Dispatch personnel and
sworn personnel should communicate via radio in an effort to shorten
response times and protect victims. Once the emergency situation is
brought under control personnel should again avoid discussing details
pertaining to the case via radio.

322.02 FIRST RESPONDER

A. The first Officer to arrive will evaluate injuries and render aid as
deemed necessary while attempting to avoid the destruction, or
contamination of evidence.

B. In the event that an Officer is dispatched on a Human Services Referral
and the Criminal Investigations Division is not called upon for support
that Officer will complete an Offense/Incident report.

C. If the situation is handled by Field Services Bureau Officers without the
assistance of personnel from the Criminal Investigations Division, the
Officers will file a full and complete report prior to the end of their
shift. In the event that any evidence is collected (including
photographs), Officers must collect this evidence using only those methods
which will make this evidence readily acceptable for prosecution use.
Evidence must be tagged properly and placed in an evidence holding
facility before the end of the Police Officers shift.

D. If the Criminal Investigations Division does not respond, Officers will
verify that the Department of Human Services has been contacted. 1If they
have not, the Officer will contact them and file a referral with their
agency.

E. When an Officer, dispatched on a call for service, encounters an abuse,
neglect or exploitation situation that will require law enforcement
intervention which the Field Services Bureau cannot provide, they will
request the presence of their supervisor at that location.
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C.

In the event an Officer encounters a viclent crime that will require law
enforcement intervention beyond that which the Field Services Bureau can
provide, the First Responding supervisor will request that the On-Call
Investigator be called to that location.

The Field Services Bureau supervisor will request the assistance of the
On-Call investigator for all suicides. The protocol described in the
CRIME SCENE PROCESSING section of this manual will be followed.

The on-duty Field Services Bureau supervisor will always respond to any
scene involving a death. Unless that supervisor has compelling evidence
that a death was natural in nature they will request that assistance of
the On-Call investigator.

Should the Field Services Bureau supervisor elect not to request the
assistance of the On-Czll investigator, they will be responsible for
initiating efforts to contact the victim's next of kin, if notification
has not been made. The Field Services Bureau supervisor will only
authorize contact with the next of kin in situations where the identity of
the deceased in certain. Should the identify of the deceased by
uncertain, the Field Services Bureau supervisor will contact the On-Call
investigator and request that they respond for further investigation.

In the event that the victim of a violent crime is transported to a
hospital for treatment, the supervisor will dispatch an Officer to the
hospital to stand by with the victim for the purpose of taking emergency
statements from and protecting evidence transported with the victim.

First Responding supervisor will not interview potential child victims
under any circumstances. The necessary identification information
pertaining to children should be obtained from an adult present when
possible.

FPirst Responding supervisors shall not attempt to take statements or
elicit confessions from potential offenders.

In situations in which a report is filed but the Criminal Investigations
Division does not respond, the supervisor will ensure that a copy of the
Offense/Incident report is forwarded to the Criminal Investigations
Division supervisor.

In the event that an investigator is called to the scene, the First
Responding supervisor will see to it that all of the responsibilities of a
"First Responding Supervisor™ under the CRIME SCENE PROCESSING section of
this manual are addressed.

323.03 ON~-CALIL INVESTIGATOR

A,

The On-Call investigator will respond to all requests for assistance
pertaining to violent crimes cases. Response will not be at the
discretion of the investigator. The investigator will not attempt to
assess a situation via telephone.

323.00
















Gallup Police Department
* Rules and Regulations *

Effective date: September 15, 2004

RULES AND PROCEDURES:

324.01 FIRST RESPOMNDER
A. The first Officer to arrive will evaluate injuries and render aid as

deemed necessary while attempting to avoid the destruction, or
contamination of evidence.

Will identify, detain and separate possible suspects and witnesses.

Field Services Bureau Officers will identify the scope of the scene and
then secure an area larger than the scope of the scene.

Field Services Bureau Officers will not unnecessarily enter the perimeter
of the crime scene; this section applies to all Field Services Bureau
personnel regardless of rank or assignment.

Will ensure that a crime scene log is initiated and maintained during the
course of the investigation.

Will not relay information pertaining to the investigation to witnesses or
by-standers.

Will remain on scene until relieved by the Deadly Force Team supervisor.

All sworn personnel who are deemed as witnesses will be required to submit
a detailed Offense/Incident report to the Deadly Force Team supervisor or
investigators. These reports are to be completed and turned over to Team
personnel prior to the end of the employee's shift, should they be on
duty, or prior to their leaving the scene if they are in an off duty
capacity.

Bny evidence collected prior to the arrival of Criminalistics will be
properly documented and then turned over to Criminalistics personnel at
the scene.

02 FIRST RESPONDING SUPERVISOR

324.

Will obtain a full and complete briefing of the circumstances pertaining
to the incident. Any information obtained from the involved Officer(s)
shall be taken only after Garrity warnings have been administered. Will
then make certain that Garrity information taken from that briefing is not
given to the criminal investigators assigned to work the investigation.

Will also insure that all potential witnesses have been separated and
secured and that a crime scene log is being maintained and that crime
scene security is in place.

Will confirm that the Department Command Staff, the Office of the Medical
Investigator, and the District Attorney's Office have been contacted and
informed. The supervisor will at this time begin a log indicating where
Police Officers involved in this investigation are assigned and what their
function is at that location.
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326.02

A.

6.

7.

Advise Metro Dispatch of information codlected, including the last
known location and request a City-wide broadcast of this information.

Request additional resources if needed, to secure any potential crime
scenes or protect possible evidence.

Conduct interviews with potential witnesses at the scene, including
children.

Assure that the on-scene supervisor is consistently updated on new or
changing information.

10. All interviews will be tape recorded and tagged into evidence.

SUPERVISOR RESONSIBILITIES

Field Supervisors shall:

1.

2.

7.

8.

Obtain a briefing from the initial Officer.

Determine if additional personnel and resources are needed.

Organize and coordinate an immediate search of the missing child’'s
home (consent search or warrant) and the area surrounding the missing
child’s home and/or place where the child was last seen.

Assign an Officer as a liaison to the child’s family.

Establish a Command Post location (can be the supervisors vehicle).

Contact the Criminal Investigations Division Supervisor and brief them
on the incident.

Notify the Public Information Officer.

Provide the information to N.C.I.C. for entry.

Criminal Investigations Division Supervisor shall:

B.
1.
2.
3.
4,
326.03
AA.

Determine the current level of response and coordinate with the field
supervisor

Assume the responsibility for command post operations.
Request additional resources as needed.
Brief Bureau Commander on current status of investigation.

METRO DISPATCH RESPONSIBILITIES

The Metro Dispatch Equipment Operator shall:

1.

2.

Determine if circumstances of the report meet the definition of a
missing child as set forth under the “definitions” section.

Immediately dispatch an Officer to the scene of the report.
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B. The commander or Chief will assume control on arrival and will:

1.

Request needed manpower.
Establish a command post for safety and observations.

Establish a perimeter which will exclude person, including police
officers, not needed.

Only the situation commander may authorize entxry.

Necessary liaison will be established with all agencies
concerned, as soon as possible.
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328.00 A
FINANCIAL INSTITUTION HOLD-UP ALARM

The intent of these procedures is to provide as much safety as possible to
officers and civilians during a financial institution hold-up alarm.

RULES AND PROCEDURES:

328.01 RADIO DISPATCHER RESPONSIBILITIES

A. Upon notification of a hold-up alarm, the radio dispatcher will: Sound
the alert tone. Immediately dispatch a primary and a minimum of one

secondary unit (some institutions may require three or more responding
units) .

B. The dispatcher will then attempt to contact the institution to determine
the legitimacy of the alarm by calling the institution by phone, and
contacting the owner/manager.

C. 1In the event of a false alarm Metro Dispatch will:

1. Advise responding officer.

2. Obtain identification from employee and advising the employee to
meet the officer outside of the building.

3. Advise the responding officer of the description of the employee,
who will be meeting with the officer,

D. 1In the event of a hold-up alarm in progress:

1. Advise responding officers of the possibility that it is in
actual hold—up.

2. Attempt to maintain phone contact with institution and relay
information to responding units.

3. Dispatch additional officers as directed by field supervisor.
328.02 RESPONDING OFFICER'S RESPONSIBILITIES
A. 2Advise dispatcher of your location immediately.

B. Respond as quickly and safely as possible, slowing down before arrival to
avoid making your presence known. Avoid use of siren when at all possible.

C. Use proper access street for safe and invisible approach.
D. The first unit to arrive at the scene will be the "primary unit, which
will be in charge until relieved by a supervisor or investigating

personnel, if it is a hostage situation. All other units will be
considered secondary or back-up units.
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328.02

A.

329.03

A.

ACCIDENTS

. -1 - -
The On-Call Traffic Investigator(s) will be contacted as soon as the
police officer knows‘there‘is great. bodily injury or death involved in
this crash. ) ’
Officers investigating accidents, in which a victim has either
sustained great bodily harm or has died, will contact the On-Call
Agsistant District Attorney and advise them of the situationm. After.
consultation with the On-Call Assistant District Attorney the officer
will proceed undér the direction of the On-Call Assistant District ‘
Attorney. If the On-Call District Attorney directs that an arrest’ be
made the suspect or driver will be arrested in accordance with their

direction.

. Arrests will occur prior to the administraticn of any chemical test.

The suspect or driver then will be administered the New Mexico Implied
Congsent Act. 66-8-107.. Because of the Felony status of this offense,
the officer will choose to reguest a blood sample. An unconscious
suspect or driver is deemed not to have withdrawn his consent for the
withdrawal of a blood sample. ' E '

In cases involving great bodily harm the officer shall work diligently
to determined the degree of injury or injuries that the party or
parties. has received.

In cases involving death the officer shall work diligently to identify
the victim and to make. contact with the next of kin. 1In all events the
next of kin should be notified in person by either a Gallup Police
Department officer, or an officer from the jurisdiction in which the
person being not;fied resides. ’

Officers shall document -the name, address, work address, telephone

number and a statement of each witness to the crash and the events
leading up to the crash.

IMPLIED CONSENT LAW

The current Implied Consent Warning shall be read to all suspects or
drivers prior to administering the chemical test.
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331.00

SCHOOL RESOURCE OFFICER

Tt is the policy of the Gallup Police Department to place officers in
educational facilities in order to assist in bring order to the educational
atmosphere, and to introduce law enforcement as a positive element of society
to the students in the Gallup Public School System.

RULES AND PROCEDURES:

331.01 DUTIES AND RESPONSIBILITIES
A. The S.R.0. is first and foremost a Law Enforcement Officer. This fact must

be conveyed to students and constantly reinforced.

The S.R.0. may be asked to provide community wide Crime Prevention
presentations. that may include, but not limited to:

1. Drugs and the law — Adults and Juveniles.
2. Alcohol and the law — Adults and Juveniles.
3. Sexual Assault Prevention. |

4. Safety Programs — Adults and Juveniles.

5. Bssist in other Crime Prevention Section duties: displays, workshops,
etc., as assigned. »

., Bct as a liaison and resource between the law enforcement community, other

governmental agencies and the school.

At the discretion of the principal, participants in conferences,
especially when potential delinquency if a factor. The S.R.0. does not
assume the role and function of the school case worker and counselor,
however, the S.R.0. may have input into the intervention and preventive
strategies and community resources available. These conferences may
involve, but not limited to:

‘1. Staffing.

2. Case conferences.

3. Parent conferences.

4. Disciplinary actions, etc.

Inform the principal of current apprehensions of students enrolled in
his/her school and if called upon, to verify student referrals when

applicable.

The S.R.0. will work cases originating on campus and provide information
regarding offenders to other agencies concerned.

331.00
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G.

Take appropriate action for any on-sight situations requiring attention
such as:

1. Fights.

2. Disorderly conduct.
3. Vandalism.

4. Status offenses.

5. Narcotics offenses.

Interact with uniform patrol in order to share information and work
together on matters of mutual concern.

Obtain routine school information for investigative purposes within
established school guidelines.

Conduct .or arrange for school interviews that are of an investigative
nature in the presence of the principal or his designated representatives
if he/she desires. If the offense is such that it results in the removal
of a child from school, the parent or guardian shall be notified.

Make contact with their respective school administrators at the beginning
of each scheool year for the purpose of communicating current program
policies and available services.

Attend school staff and faculty meetings, when practical.

Schedule guest speakers, with the approval of the school administrator,
who have professional expertise in the areas of safety, physical, mental
and well being of children.

Méintain availability to all students in the school complex.

Interacting with students to promote and reinforce the development of
basic life skills, and personal control and responsibility for omne's
actions, such as:

1. Resolving conflict without resorting to violence.

2. Effective problem solving and good judgment.

3. Awareness of peer pressure and its effects.

4, Interpersonal communication skills and relations.

Attend various events after school as necessary in order to prevent
problems.

Maintain weekly contact with the S.R.O. Supervisor in order to facilitate
administrative needs.

Attend bi-weekly meetings established by the Supervisor for information
exchange and resolution of special problems.
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S. Present the D.A.R.E. Project (as instructed at D.A.R.E. Officer Training)
to middle and/or elementary schools.

331.02 UNIFORM AND APPEARANCE

A. The S.R.0. is a law enforcement officer working as an extension of the
school principal's office, therefore the S.R.0, will be attired in the
same manner as anyone in the educational staff. The S.R.0. gains
visibility to students by classroom presentations, conferences and
introduction. When dealing -with the secondary level students, the use of
plain clothes officers has historically been found to have positive
effects for all involved. S5.R.0.'s do have the option of wearing their
uniform or plain clothes, as directed by the Bureau Commander.

B. The elementary S.R.0O. will wear his uniform in all classroom presentations
and while visiting the campuses. Visibility is utilized through the
uniform so a student will learn to recognize an officer.

331.03 DUTIES AND RESPONSIBILITIES OF THE S.R.0, SUPERVISOR:

A. Be available or designate someone to be available for daily contact with
each S.R.0. This shall be done to facilitate administrative needs.

B. Perform evaluations of the S.R.0.'s according to departmental rules and
regulations.

C. Maintain bi-weekly or as needed, meetings for information exchange and
dealing with special problems.

D. Visit each school complex.
E. Periodically sit in on individual S.R.O. presentations.

F. Maintain availability to all school administrators for matters of mutual
interest.

G. Coordinate activity among the Police Department, school officials and
related agencies.

H. BAttend other school activities as is reasonably necessary for monitoring
the overall program.

I. Direct and/or coordinate activities related to special complex problems
or assignments.
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332.00 .

CHILD CUSTODY ORDERS

The Department shall promptly enforce all Child Custody Orders received from
a court of competent authority.

DEFINITIONS:
CHILD CUSTCDY ORDER

A Child Custody Order is an order which specifically directs the Police
Department to take custody of a child, and either restore them to the
petitioning parent, or bring them before a judge for a hearing. These orders
specify the exact action that a Law Enforcement Officer must follow, and will
identify all the involved parties. Police Officers will ensure that they
follow explicitly the instructions detailed in the court order,

These orders must be examined carefully prior to any action being taken. 1If
the orders are from neighboring states, the petitioning parent must take them

to our State Court for adoption before any action may be taken.

RULES AND PROCEDURES:

332.01 CHILD CUSTODY ORDERS/SERVICE
A. Child custody orders will be effected by two Police Officers.

B. The petitioning parent may accompany the Police Officers to pick up the
child. However, in order to avoid confrontations between the estranged
parents or other involved parties, they will not be allowed to enter the
building/home where the child is located. ’

C, When transporting any child, Police Officers must ensure that they comply
with all State Laws pertaining to safe transportation of children, seat
belts, child seats, etc.

D. If the transporting Police Officers take the involved parties to a
hearing, they must be prepared to stand-by until the conclusion of the
hearing.

332.02 SERVICE OF CHILD CUSTODY ORDERS AT GPS FACILITIES
A. Lawful court orders regarding Child Custody matters sometimes require
taking a child into custody at a public schoeol. 1In the event such a case

arises, the sworn personnel serving the order shall:

1. Contact the school Principal or an on-scene GPS Security Officer and
advise them of the order.

2. Upon arrival at the school, coordinate removal of the child with the
Principal or Security Officer.

B. Copies of the court order concerning the child should be made available to
the Principal or Security Officer at the school
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336.08 EVACUATION PROCEDURES

A. When it is necessary to evacuate a deaf/speech impaired or non-English

speaking person from the Police building for any emergency, the following
procedures will be used:

1., Alert the person of the emergency and direct him/her to the nearest
fire exit.

2. Ensure that the person understands that an emergency situation exists.

3. Escort the person from the building.
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1. The initial Officer making an arrest at a domestic violence call will
obtain the call "DV" number from the CEO. This number and the
telephone number for the Police Departments Radio Room will be given
to the victim,

2. The initial Officer will obtain a telephone number where the victim
can be reached.

3. The Officer will advise the victim that they can call the Radio Room
to make changes in their contact number by referencing the "DV" number
and giving their new number.

4. The initial Officer will advise the booking officer at the detention
center that this is a domestic violence case, and will include the
"DV" number in the facts of arrest section. They will then advise the
booking officer that our Radio Room must be notified prior to the
release of the offender.

5. The initial Officer will notify the Radio Room of the contact number
where the victim wishes to be notified before they -leave the booking
area.

6. The CEO will maintain this information for release notification.

340.03 RELEASE OF OFFENDER

A. Personnel at the detention center will contact the Police Department Radio
Room when the offender is being released and provide this appropriate "DV"
number.

B. Police Department Radio Room personnel will reference the correct
telephone number for the victim and will make three (3) attempts to
contact them. The first attempt should be made within thirty (30) minutes
of our notification. All three attempts should be made within the first
two hours after notification has been received.

C. CEO personnel will log all attempts to notify the wvictim in.

D. In cases where the victim does not have a telephone, an Offiger will be
dispatched one time to make notification of the offender’s release. If
the victim has moved to a location outside of our normal patrol area, the
law enforcement agency having primary patrol responsibility for the area
will be contacted and requested to make notification.

E. The victims contact number or location will not be given to anyone other
than law enforcement personnel.

340.04 SERVICE OF FAMILY PROTECTION ORDERS

A. The District Court Clerk of McKinley County maintains a file of all Orders

of Protection and is open from 0800 to 1700 hours Monday through Friday.
When an officer comes in contact with a party suspected of violating an
Order of Protection, verification of the order may be made by calling the
District Court Clerk’s Office.
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f. Prisoners remaining in department custody will be provided with the
necessary needs, such as food, water and sanitation.
3. Defense Counsgel Visits

a. Prisoners will be given the opportunity to contact legal counsel
after being booked.

b. Prisoners awaiting arraignment by the Municipal Court Judge shall
be allowed to consult with legal counsel.

c. In most cases, defense counsel visits shall be allowed consistent
with state and federal laws. However, security risks may delay
these visits.

4. Medical Treatment

a. The Scene Commander will request an ambulance standby at a safe
location.

b. Prisoners requiring medical attention will be treated prior to
being confined in jail.

c. Prisoners who are seriously injured will be transported by
ambulance to the hospital. Security arrangements will be made as
necessary.

345.02 COORDINATION WITH CITY-WIDE DISASTER PLAN

A. During periods of emergency, when the City of Gallup Disaster Plan has
been implemented the Department coordinates its efforts utilizing the
Incident Command System.

345.03 COMMUNICATIONS

A, During periods of emergency the on-duty Communications Supervisor shall
immediately notify the Communication Center director who takes charge of
the Communication Center as soon as practical.

345.04 PUBLIC FACILITY SECURITY

A. As many officers as necessary will be assigned to secure City of Gallup
facilities, to include the Police department, City Hall and Municipal
court.

B. In cases of a major civil disturbance officer will be provided fox
security of strategic support facilities such as public utility
buildings, hospital facilities, etc.

345.05 POST OCCURRENCE

A. The Scene Commander shall direct personnel to perform such necessary
duties as required to resume daily police operations.
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